UNOPA Notes, Volume 23, Issue 1, September-October 1984 by unknown
University of Nebraska - Lincoln
DigitalCommons@University of Nebraska - Lincoln
UNOPA Newsletters UNOPA-University of Nebraska OfficeProfessionals Association
1984
UNOPA Notes, Volume 23, Issue 1, September-
October 1984
Follow this and additional works at: http://digitalcommons.unl.edu/unopanews
Part of the Other Education Commons
This Article is brought to you for free and open access by the UNOPA-University of Nebraska Office Professionals Association at
DigitalCommons@University of Nebraska - Lincoln. It has been accepted for inclusion in UNOPA Newsletters by an authorized administrator of
DigitalCommons@University of Nebraska - Lincoln.
"UNOPA Notes, Volume 23, Issue 1, September-October 1984" (1984). UNOPA Newsletters. 181.
http://digitalcommons.unl.edu/unopanews/181
UNOPA NOTES-Sept/Oct 1984 
UNOPA Profile: 
Sue Gilleland 
UNOPA Profile: 
Lucille Rolfes 
(Each issue will feature two UNOPA 
members, a "new" member and a 
"long-term" member. These profiles 
will help us meet our co-workers. 
Please contact Sue Gilleland, 
2-2932, with member profile 
information.) 
Drink Your Milk! ___ __. 
Ladies, take heed! A study by the 
U.S. Department of Health and 
Human Services indicates that two-
thirds of all American women 
between the ages of 18 and 30 don't 
consume enough dairy products, the 
richest sources of calcium. For 
older women, the figures are even 
poorer. As a result, osteoporosis 
(the brittle-bones disease) has 
reached epidemic proportions among 
white, post menopausal women. Cal-
cium gives strength and structure 
to your bones; without this mineral 
the bones weaken and crumble. 
Safeguard yourselves by consuming 
milk, yogurt, or cheese daily. 
(Reprinted from Better Homes 
· and Gardens, April '84) 
As a typing specialist in the 
Agricultural Biochemistry 
Department, Sue Gilleland claims 
that working for nine professors 
can be a real challenge! A native 
Lincolnite, Sue has been at the 
University for 2 1/2 years, with 
the department for one year. 
Before that she worked as a 
clerical assistant in C. Y. 
Thompson Library. 
Sue is working towards an 
associate degree in word processing 
at Southeast Community College and 
is also working on the manager's 
certificate through Comm university. 
In her spare time, she likes to do 
needlepoint, counted cross-stitch 
and bake. 
Lucille (Griess) Rolfes' primary 
reason for joining UNOPA was to 
meet the people with whom she 
worked and she gives credit to Jan 
Radenslaben for getting her 
interested in the organization. The 
meetings she attended stimulated 
her interest and were informative; 
she believes the organization is 
something to "be proud of." 
Joining in 1973, Lucille 
became recording secretary, vice 
president, and president all within 
four short years. She has attended 
national meetings in Arkansas and 
Iowa; has represented UNOPA by 
making a presentation to the 
Legislature; and has been on 
several search committees as the C-
line representative. 
Sue became a UNOPA member 
one year ago when her co-workers 
asked her to join them at a 
meeting. At that time she knew 
nothing about UNOPA but she now 
knows that "UNOPA is a way to get 
to know others, share concerns and 
find out more about the ' 
University." 
As a member of the National 
Association of Educational Office 
Personnel, Sue attended the annual 
institute in Hershey, PA., in July. 
Sue is also a member of the Nebras-
ka Educational Office Personnel 
Association and Professional 
Secretaries International. 
Lucille is secretary to the 
Dean of the College of Law. Her 
University career began in 1952 in 
the Agronomy Department, leaving in 
1954, and returning in 1968 to the 
Dept. of Agricultural Engineering. 
In 1971, a transfer to the Law 
College was made. Lucille was 
recently awarded a Board of Regents 
Kudo for her outstanding service 
and dedication to the University. 
Lucille is married with two 
daughters, one stepdaughter, three 
stepsons, and seven grandchildren! 
She enjoys traveling, fishing, and 
making latch-hook rugs. 
Communicating Anger 
with an "I" Message 
by Carl W. Nelson, Ph.D. 
AMS Manager of Education 
Clear and accurate comunications feel guilty, and it implies a 
are vital to the functioning of an judgement of blame. 
organization. However, research We should communicate anger to 
shows that up to 70% of this resolve the problem at hand--not 
communication is nonverbal--thus, just to vent our feelings. It 
verbal communication accounts for should be communicated in a 
only about 30% of the information non-judgmental and non-threatening 
that is successfully transmitted manner. One way to do this is to 
from one person to another. send an "I" message. 
If the information we were An "I" message has three 
verbally transmitting between each parts. The first part is to say 
other was objective and factual, we how you feel--in this case, angry. 
might be fairly effective communi- The second part is to specify to 
cators. Unfortunately, much of the listener what action of theirs 
this information is colored by prompted your anger; and the third 
emotion. part tells why the action caused 
One of the most difficult you to feel angry. The general 
things to skillfully communicate in format for sending an "I" message 
the workplace is anger. Certainly, is: "I feel when you 
it is easy to get another person's because ---" 
attention when we are angry. We "You really made me mad!" gets 
can shout and stamp our feet, and more results when rephrased as an 
yell "You really make me mad!" "I" message. An example might be: 
Doing this makes us feel better. ''I felt really mad when you were 
But it will not solve a problem or late this morning because it will 
create mutual understanding because make it hard for us to get this job 
it puts the listener on the done on time." 
defensive, it makes him or her (continued on back page) 
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______ Quick Glance _____ ...... 
shops, and by encouraging the 
understanding of the various areas 
of both campuses. 
My theme for the 1984-85 year 
is "To Communicate is to Partici-
pate." Maintaining an effective 
working relationship is extremely 
important in any type of organiza-
tion. The office environment and 
effective relationships manifest 
themselves in improved productivity 
and better morale. One way to 
ensure a more productive working 
climate is through implementing 
effective communication techniques 
while dealing with the varied work 
relationships necessary for 
continued success. 
One communications technique 
is listening--a skill that everyone 
has used since birth. It has 
become commonplace to tune out 
background noises that the mind 
has, only to go one step further to 
tune out all conversation. We need 
to listen attentively, carefully, 
objectively, and sympathetically to 
each other in order to foster an 
effective working relationship. 
As president, communicating 
with you the member, I will try to 
advise you of various activities 
during the year. During the summer 
months, a subcommittee of the 
UNOPA Employee Concerns 
Committee was formed to stay 
informed about the recent activi-
ties within the UNL Personnel 
Office (the C-line representative 
on the search committee for the 
1ersonnel director is Rosanna 
Johnson), and to study the C-line 
salary structure. The committee 
will be presenting to the admini-
stration a proposal with recommen-
dations concerning 1985-86 salaries 
by October 1. 
Hope to see you at the next 
luncheon meeting! 
Mary Buell 
Member News 
Julie Curran, (past NOTES editor) 
has a little boy named Kevin, born 
August 6. Congratulations, Julie! 
Alice Torwirt (Registration and 
Records) became a grandmother 
on August 28 with her son's little 
girl--Jessica Suzanne. 
Marge Kennedy (Teachers College 
Deans Office) is also a grandmother 
with Sara Elizabeth, her daughter's 
little girl on June 21. 
Married on October 5 was Lorraine 
Childers (Dept. of Chemistry) and 
James A. Moon. Congratulations, 
Lorraine! ' 
Board of Regents Kudo was presented 
to Marilyn Tenhulzen (Budget 
Office) in May. Good work, Marilyn! 
Jan Thanks You 
My sincere thanks for the cards, 
letters, phone calls, and visits at 
the time of my dad's death. Your 
kind expressions of sympathy and 
support are greatly appreciated and 
will never be forgotten. 
Jan Radenslaben 
Membership Packets 
are Coming! 
Membership packets are being mailed 
to all members this year when 
membership dues are received. 
Packets will include information 
about the organization ••• bylaws, 
board members, scholarship, Founda-
tion fund monies, etc. Your 
membership card will also be sent. 
This card will be used as your 
nametag for the luncheons. 
Be patient. .• the packet should 
be sent before October 31. Call 
Diane Kirkendoll, Membership 
Chairperson, 2-2821, if you have 
any questions. 
UNOPA Board of Directors 1984-85 ----------...... 
President 
Mary Buell 
Ag Economics 
217 FyH 0922 
2-3401 
President-elect 
Mary Ann Robertus 
Women's Athletics 
125 SpC 0613 
2-1147 
Treasurer 
Ruth Ulmer 
Ag Communications 
108 ACB 0918 
2-2821 
Recording Secretary 
Shelley Everett 
Teaching and Learning Center 
1220 SeH 0623 
2-3079 
Corresponding Secretary 
Cindy Hornung 
Institutional Research 
and Planning 
506 Adm 0435 
2-2097 
Membership Director 
Diana Kirkendoll 
Ag Communications 
108 ACB 0918 
2-2821 
Hospitality Director 
Shirley Horstman 
Dept. of Modem Languages 
1111 OldH 0315 
2-3745 
Ways and Means Director 
Jean Russell 
Graduate College 
412 Adm 0434 
2-2875 
Publicity Director 
Gail Littrell 
Museum 
W436 NH 0514 
2-2657 
Professional Growth Director 
Janet Wagner 
Summer Sessions 
106 TC 0441 
2-3567 
Past President 
Jan Meisenbach 
4-H Youth Development 
114 AgH 0700 
2-2805 
Nominating Committee 
Sandy Watmore Renae Schmidt 
General Stores Dept. of Modern Languages 
113 W. Stad 0212 1108 OldH 0315 
2-2195 2-3745 
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Announcements 
Administrative leave for longer 
lunch hour on UNOPA meeting days 
has been granted. A letter from 
Roy Loudon (Administrator for 
Insurance, Personnel, an.d Risk 
Management) to the UNOPA president 
states ... "It is appropriate, there-
fore, to extend administrative 
leave to members when meetings ex-
tend beyond the normal lunch hour. 
Members would need to seek prior 
approval of supervisors when they 
expect to exceed the time allotted 
for the normal lunch hour." 
Contact Mary Buell if you 
would like a copy of this letter. 
The Professional Standards Program 
(PSP) is a nationally-sponsored 
voluntary certification program. 
Achievement in the program is 
recognized by certificates issued 
to members who meet required 
educational objectives, acquire 
stated amounts of experience, and 
participate in professional 
activities. 
Anyone working on a PSP 
certificate or wanting to know more 
about this program should contact 
Audrey Schardt at 104 NH 0517, or 
call 2-3471. If there is enough 
interest, a meeting/program will be 
arranged. 
The Nebraska Educational Office 
Personnel Association's (NEOPA) 
fall conference will be Saturday, 
November 3, at the Lincoln Hilton 
Hotel, hosted by the Nebraska 
Department of Educational Office 
Personnel. There will be a country 
store boutique, a ways and means 
project to raise money for the 
student scholarship fund. 
There will be a sign-up sheet at 
the next luncheon meeting for those 
in need of a ride to the meetings. 
Please sign up to list your name 
to give a ride or if you need a 
ride. Call Shirley Horstman, 
Hospitality Chairperson, 2-3745, if 
you have questions. 
Coming Events 
(Please contact the editor with 
information about events planned at 
the University or within the City 
of Lincoln that could and should be 
attended by office personnel.) 
Nov. 3 --Nebr. Education al 
Office Personnel Association 
Fall Conference, Lincoln 
Hilton 
Nov. 13 --UNOPA Lunche_on 
meeting 
UNOPA NOTES-Sept/Oct 1984 
(Comm. Anger •.. cont. from page 2) 
The trick to stating and 
sending an "!" message is to take 
responsibility for your feelings. 
The anger is your own. The person 
who made you angry probably would 
have acted differently if he or she 
had known how his or her action 
would make you feel. It is also 
possible that something beyond his 
or her control happened, in which 
case taking your anger out on that 
person is unjustified. 
The goal of an "!" message is 
to solve the problem quickly and 
effectively. The "!" message format 
helps you to communicate how you 
feel--accurately and succinctly, 
without making the listener feel 
guilty or defensive. By avoiding 
guilt, defensiveness, and threat-
ening judgments, you and the 
listener have a better chance of 
resolving the problem at hand. 
Letter from the Editor 
As a publications editor within a 
publications office here at the 
University, I hope to include 
within this newsletter not only 
news, articles of interest, and 
information about members, but also 
correct grammar and spelling, and 
proper use of words and phrases. I 
also want to include as much 
information from you the member as 
possible. I expect interesting 
articles about the business world, 
·information about you and your co-
workers awards and activities, and 
corrections on anything that 
appears in print incorrectly. 
Remember -- sign your name! 
Your past suggestions about 
the newsletter have been noted and 
most will be put into effect. We 
will keep the same format as you 
requested and I have recruited 
reporters for newsletter input. 
Together we can make this "net-
working tool" a success. Thank 
you! 
New Members----------------
A warm welcome to all new members 
of UNOPA! We hope to encourage 
your participation by our communication with you! 
Roberta Poppe 
103 MBH 
0712 
Vi Bibow 
104 ACB 
0918 
Leslie Brooks 
279 PS 
0915 
Linda Daiker 
105 RegH 
0746 
Kay Ann t-lartman 
255 WSEC 
0525 
Eileen Myers 
211 AgH 
0703 
Donette Petersen 
102 Fair 
0620 
Grace Sobotka 
134 FyH 
0919 
Doris Taylor 
105 RegH 
0746 
Stay Alive-----------------
A man is old when he feels he has 
climbed his last hill, reached his 
last goal, dreamed his last dream, 
or conquered his last foe. When 
all of these are in the past, there 
is no more! Old age has sealed 
itself into life. 
You can maintain some ingredient of 
youth by keeping alive desires, 
hopes, and ideals. These are 
youthful ingredients that can throb 
in your heart. 
It is the mental attitude of life 
that determines age ••• 
Career 
Planning 
Booklets 
Available 
(Author Unknown) 
Booklets to help 
women plan careers 
and find a job re-
cently have been 
developed by the 
Nebraska Commis-
sion on the Status 
of Women. 
The 90-page "Directory of 
Employment and Related Resources in 
Nebraska" lists sources of help for 
women in career planning, child 
care, and money management. 
The booklet is free, although 
donations are appreciated. For a 
copy, contact the women's commis-
sion, 301 Centennial Mall South, PO 
Box 94985, Lincoln, 68509. 
The same can be said of an Associa-
tion. As long as we continue to 
bring in new members with new 
ideas, new dreams, and new goals, 
our Association will continue to 
grow and fulfill its purpose. 
MEtvBERSHIP IN UNOPA 15 
ltvPORTANT TO YOU ... be sure to 
keep your membership active and to 
encourage your colleagues to join 
you in keeping UNOPA healthy, 
vigorous, and growing. 
Contact the Membership Chair-
person, Diane Kirkendoll, 2-2821, 
for membership applications and 
brochures. 
hat's New? 
Do you have a news item for UNOPh 
NOTES? He.Ip all of us stay 
informed about our members' 
activities and accomplishments by 
submitting member news and other 
interesting articles for 
publication. Copy should be sent 
or phoned in by the end of the 
first week of each month to Kathy 
Martin, UNOPA NOTES editor, 209 
NH 0524, 2-3415. 
Contact Pat McCoy, 2-3567, with 
information about births, deaths, 
promotions, awards, etc. 
l.JNOPA NOTES 
University of Nebraska-Lincoln 
209 Nebraska Hall 
Kathryn Martin-Editor (472-3415) 
Lincoln, NE 68588-0524 
UNOPA NOTES is published five times a year: Oct, Dec, Febr, April, and June. Distribution is to members only. Contributions 
are invited and should be sent to the editor by the end of the first week of each month previous to publication. 
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Nine Days in Pennsylvani? 
Brought to You in Six Paragraphs! 
Pennsylvania in July! The trip was 
grand, the classes were 
informative, the meetings were 
long, and the friendships should 
last forever! If you attended the 
September luncheon meeting, you got 
to see my slide show portraying in 
full color the events of the 50th 
Annual Meeting and Institute of the 
National Association of Educational 
Office Personnel (NAEOP). Because 
the UNOPA president could not 
attend, I was asked to attend as 
the UNOPA delegate (each affiliate 
of the national organization sends 
one voting delegate to the annual 
meeting). Thank you for sending me! 
In the following, I will try 
to convey to you why one attends a ".~,., 
national meeting. Attending also ~ 
were my roommates and co-workers 
Sue Gilleland and Shirley Howell, 
and Carma Lea McPheron. 
Here goes ••• nine days in six 
paragraphs! 
On Saturday, we pulled into 
the drive of the Hershey Lodge and 
Convention Center to be greeted by 
the beautiful lake with the many 
ducks, geese, and four beautiful 
white swans. On Sunday, we drove 
by bus to Philadelphia to see our 
country's history. We had from 
10:30-4:30 to tour on our own. This 
included the Liberty Bell, 
Independence Hall, Carpenter's Hall 
(building in which the First 
Continental Congress met in 1774), 
and the Betsy Ross House. 
Monday through Wednesday we 
attended classes. Estate Planning, 
The Professional Secretary, and 
Strategies for Membership Recruit-
ment were my choice of classes from 
a listing of 20. 
During the evening hours (our 
free time) we took a bus to 
Hershey, PA, to see the "chocolate 
kiss" streetlights, to ride the 
Super Dooper Looper (a giant roller 
, 
coaster) at Hershey Park--an 
amusement park, to visit the 
animals at ZooAmerica, and to tour 
a simulated chocolate factory. 
The annual meeting was held on 
Thursday and Friday. With over 800 
attending this week of events, the 
meeting was quite lively ••• making 
decisions on the organization's 
rules and regulations. 
The Friday night banquet was 
held in Founders Hall, a monument 
to Milton S. Hershey, who not only 
founded Hershey chocolate but also 
founded a home and school for 
orphaned children that is in full-
swing today. After the installation 
of officers, a reception was held 
with a dance band, wine and cheese. 
to NAEOP 
Our last tour on Saturday took 
us to Harrisburg, to tour the 
capitol building with its wonderful 
artwork and sculpture, and then on 
to Gettysburg where we got to not 
only see where battles were fought 
but we also could feel the battles 
that went on between brothers in 
order for freedom to be won. 
There were classes and 
meetings to attend, places to go, 
and people to meet. Next year the 
annual meeting will be in Boise, 
Idaho, where we will again attend 
meetings and classes and be 
surrounded by the fellowship of our 
new friends and co-workers. Also, 
scheduled is a white-water river 
raft trip! 
I hope I have interested you 
in attending with us next year. 
National has a lot to offer! 
Message 
from the President 
Wondering where to begin and what 
all should be included is a diffi-
cult step for writing my first 
"President's Message." The activity 
is constant and varied and all is 
important to the function and the 
membership of UNOPA. As President 
of UNOPA, I feel strong efforts are 
needed to make the University and 
the Lincoln community more aware of 
UNOPA and its contribution. The 
officers of UNOPA are promoting the 
opportunity for educational enrich-
ment through the programs and work-
(continued on page 3) 
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